
MARYLAND DEPARTMENT OF JUVENILE SERVICES 

 

 

SECRETARY=S 
DIRECTIVE 

 
OPI:  Office of the Secretary – Fair Practice 
NUMBER: SD D1113-03-03 
EFFECTIVE DATE: May 23, 2003 
SUBJECT: Communicating with Limited English Proficient Persons Policy 

(Page 1 of 5) 
 
1. PURPOSE AND SCOPE. The Secretary of the Department of Juvenile Services 

establishes this policy to require all personnel employed by the Department of Juvenile 
Services (DJS), including personnel employed in facilities and programs that are directly 
involved in the care and treatment of youth who are under the jurisdiction of the DJS, to 
follow this policy on communicating with persons with limited English proficiency.  

 
2. POLICY.  It is the policy of DJS that personnel shall take reasonable steps to ensure that 

youth and parents of youth under its jurisdiction with limited English proficiency receive 
equal access to DJS services. 

 
3. PROGRAM OBJECTIVES. The expected results of this policy are that DJS: 
 

a. Establish a general process for the provision of language services to limited 
English proficient (LEP) youth and parents of youth under DJS jurisdiction; 

b. Train staff in the recognition of persons with limited English proficiency; 
c. Inform LEP youth and parents of youth of the right to receive language services at  

no cost; and 
d. Monitor the provision of language services to LEP youth and parents of youth to 

ensure that reasonable steps are being taken to achieve equal access to DJS 
services. 

 
4. AUTHORITY. 

a. Annotated Code of Maryland, State Government Article, §§ 10-1101 through 10-1105.
b. Title VI, Civil Rights Act of 1964, 42 U.S.C. § 2000d. 
c. Presidential Executive Order 13166. 

 
5. DEFINITIONS. 

a. Area Director means the DJS individual assigned to manage one of five large 
geographic areas of the DJS Community Justice Operations.   

b. Community Justice Case Manager means the Juvenile Counselor or other staff 
person  assigned to perform overall case management for youth under DJS 
jurisdiction. 

c. Department means the Department of Juvenile Services. 
d. Language assistance services means translators, interpreters, bilingual staff, or 
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contractors who provide translation or interpretation of foreign language material 
into English and vice versa.1 

e. Limited English Proficient (LEP) means individuals who do not speak English as 
their primary language and have a limited ability to read, write, speak, or 
understand English. 

f. Minor means a person who has not attained the age of eighteen years. 
g. Parents mean the parents or guardians of youth under the jurisdiction of DJS. 
h. Program means a residential or nonresidential facility or activity operated by  

DJS or a private contractor that is directly involved in the care and treatment of 
youth under DJS jurisdiction, or a facility or activity licensed and/or certified by 
DJS. 

i. Program Case Manager means a program employee with primary responsibility  
for ensuring DJS youth receive all appropriate evaluations and services necessary  
to meet a youth’s needs during involvement in a program. 

j. Program Staff includes but is not limited to Community Justice Case Managers 
and Program Case Managers. 

k. Secretary means the DJS Secretary or his Designee.  
l. Vital Documents means all applications, or informational materials, notices, and 

complaint forms essential to the provision of care and services to youth and 
parents under DJS jurisdiction. 

m. Youth means individuals who are under the jurisdiction of DJS. 
 
6. ACTION REQUIRED. 

a. Program Staff Responsibilities 
 

(1) Program Staff shall understand the limited English proficiency Policy and 
shall inform any LEP youth or parents of the availability of language 
services at no cost to youth or parents. 

 
(2) A notice to this effect shall be posted in each office and facility of DJS  

and its contractors in English, Spanish, Korean, Russian, Vietnamese,  
Arabic, Farsi, and Mandarin Chinese, and any other languages as  
determined by DJS. (Appendix 1). 

 
(3) Each office and facility shall maintain, “I speak cards” (Appendix 2) for 

use of staff in identifying languages spoken by LEP youth and parents. 
 

(4) Program staff shall obtain language services for LEP youth and parents in 
a timely manner to ensure that no significant delay in service takes place.  

 
(5) Program staff shall work with referring authorities (e.g., police 

departments, schools, courts) to ensure that LEP individuals are properly 
identified by such authorities upon referral to DJS. 

 
                                                 
1 The Maryland General Assembly passed legislation changing the name of the Department of Juvenile Justice to the 
Department of Juvenile Services, effective July 1, 2003.  Chapter 53, Laws of Maryland 2003. 
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(6) Program staff shall maintain record documentation as follows: 
(i) Program staff shall document the language spoken by LEP youth  

and/or parents in the youth’s file. 
(ii) Program staff shall maintain file documentation and records of  

language services involving DJS youth and parents in a manner 
that provides confidentiality and security. 

 
b. Language Services 

 
(1) ORAL LANGUAGE SERVICES. DJS shall take reasonable steps to 

achieve equal access to services.  To ensure this access, services shall be 
provided in the following order of preference: 
 
(i) Recruiting and hiring bilingual staff to provide face-to face, in-

house oral language services;  
(ii) Maintaining a standing contract with a language services firm; 
(iii) Contracting with interpreters from the list of court interpreters 

maintained by the State of Maryland Administrative Office of the 
Courts; 

(iv) Requesting assistance from community-based advocacy groups; 
(v) Accepting the use of an adult relative or community member at the 

discretion of Program Staff; and 
(vi) Providing a telephone-based interpreter through DJS’s or the 

State’s standing contract with telephone-based interpreting 
services. 

 
(2) WRITTEN LANGUAGE SERVICES. DJS shall provide written  

language access by translating vital documents as follows: 
 

(i) DJS shall translate all vital documents into those languages spoken  
by more than three percent (3%) of a community served by a 
particular office; and 

(ii) Notices shall be given as necessary to all LEP clients that any vital 
document shall be translated upon request. 

 
c. Use of minor children, family members, and volunteers as interpreters 

 
(1) Program staff may not use minor children to serve as interpreters for DJS, 

except in extremely limited or emergency situations.  For instance, minor 
children in residential placements may be asked to interpret during basic 
functions, such as meals and exercise.  However, they may not be used as 
interpreters in any medical treatment, evaluation, education, therapy, 
hearing, or disciplinary setting. 

 
(2) Other family members, community members, or volunteers may be  used 

at the request of an LEP youth and/or parent to provide language services, 
provided that program staff: 
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(i) Inform the youth and/or parents of their right to receive language 
services at no cost; 

(ii) Offer the youth and/or parents language services and the services 
are declined; 

(iii) Determine that the family member, community member, or 
volunteer offered are qualified to interpret and, in particular, speak 
English well enough to be understood; 

(iv) Determine that the use of the family member, community member, 
or volunteer does not adversely affect the provision of services;  

(v) Determine that the use of the family member, community member, 
or volunteer does not create a conflict of interest or breach of 
confidentially; and 

(vi) Document the youth and/or parents’ request to use their own 
interpreter and the circumstances in the youth’s file. 

 
d. Area Director and Program Managers Responsibilities 

 
(1) Area Directors and Program Managers shall ensure that all staff receive  

training in DJS LEP Policy. 
 

(2) Area Directors shall designate a central coordinator responsible for: 
 

(i) Monitoring DJS compliance with Annotated Code of Maryland, 
Article 2, §§ 10-1101 through 10-1105, and Presidential Executive 
Order 13166 as it Pertains to Title VI of the Civil Rights Act of 
1964; 

(ii) Assisting program staff in providing language services to LEP 
individuals;  

(iii) Assessing which documents are vital;  
(iv) Ensuring the availability of resources for language services, 

including contracts and translated materials, to all DJS and 
contractor offices and facilities in the area; and 

(v) Reporting monthly to the Office of the Secretary’s Office of Fair 
Practices on the number of LEP clients and parents, the types of 
languages encountered, and the level of effort to provide language 
access. 

 
e. Secretary Responsibilities 

 
The Office of the Secretary – Fair Practices shall perform assessments of 
language assistance programs on a periodic basis to measure effectiveness.  
Modifications shall be made whenever necessary to ensure that LEP persons have 
equal access to DJS services. 

 
f. Confidentiality 
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(1) All interpreters and translators shall abide by DJS policies on 
confidentiality. 

 
(2) Interpreters and translators who are not DJS employees shall be required  

to sign a confidentiality agreement (Appendix 3). 
 
7. EFFECTIVE DATE. 

This directive is effective on     5/23/03    and shall remain in effect until rescinded by the 
Secretary. 

 
8. DIRECTIVES/POLICIES AFFECTED. 

a. Directives/Policies Rescinded - (none)  

b. Directive/Policies Referenced - (none) 

9. FAILURE TO COMPLY. 

Failure to obey a Secretary’s Directive and/or policy issued with this document shall be 
grounds for disciplinary action up to and including termination of employment. 

 
 
 

Approved: “/s/ signature on original copy” 
Kenneth C. Montague, Jr. 
Secretary 

 

Appendixes - 3 
 
1.  Poster notifying LEP clients of right to interpreter 
2.  ‘I Speak cards” 
3.  Interpreter confidentiality agreement 



We provide sign language interpreter services on request to conduct your Social Security business.  
Please call us first (TTY number, 1-800-325-0778) so that someone will be available to help you.

French
Français

Pour conduire vos affaires de la Sécurité Sociale, nous fournissons gratuitement les interprètes sur demande. Veuillez
nous appeler à l’avance pour quelqu’un qui parle votre langue soit disponible pour vous assister.  

Haitian Creole
Kreyòl Ayisien

Nou bay sèvis entèprèt gratis si ou mande sa pou w ka regle zafè Sekirite Sosyal ou. Silvouplè rele 
nou anvan, pou yon moun ki pale lang ou an kapab disponib pou ede w.

Italian
Italiano

Su richiesta, si può usufruire del servizio di un interprete gratuito. Chiamateci in anticipo, 
così una persona che parli la vostra lingua potrà essere a vostra completa disposizione.

Portuguese
Português

Oferecemos serviços gratuitos de intérprete quando solicitado para a condução de seus negócios com a 
Seguridade Social. Telefone para nós primeiro para que alguém que fala seu idioma esteja disponível para ajudá-lo.

Spanish
Español

El Seguro Social provee servicio de intérpretes gratis si los solicita para tratar sus asuntos. 
Usted debe llamar primero para asegurarse de que el intérprete estará disponible para ayudarle.

Tagalog

Deaf/
Hard of
Hearing

Chinese

Cantonese

Mandrian

Makapagbibigay kami ng libreng pagsasalin ng wika ayon sa iyong kahilingan upang maisagawa ang iyong pakay sa Panlipunang Katiwasayan
(Social Security). Tumawag po muna upang may makuhang tao na nagsasalita ng iyong wika na maaaring makatulong sa iyo.

Arabic

Farsi

Greek

Hmong
Hmoob

Korean

Russian

Laotian
ùùææ©©ææ––§§ææ¶¶

Fa\;r;n

Cambodian

Armenian

If you need an interpreter
We provide free interpreter services on request 
to conduct your Social Security business. 
Please call us first so that someone who speaks 
your language will be available to help you.

Japanese

Call 1-800-772-1213 Monday through Friday 
between 7 a.m. and 7 p.m. (Eastern time)

Polish
Polski

Peb muab kev txhais lus pub dawb rau koj thaum koj thov kev pab. Ua ntej koj yuav tuaj ntsib Social Security, thov koj hu tuaj
ua ntej sijhawm es peb thiaj li nrhiav tau ib tus neeg hais koj yam lus pab koj.

Vietnamese
ViŸt Ng˘









 

 INTERPRETER CONFIDENTIALITY AGREEMENT 
 
 

                                                

An interpreter shall maintain the confidentiality of all information covered 
during an interpreting assignment and all information about interpreting 
services being performed, including identity of those staff and clients 
presents, regardless of perceived importance, except for the following: 
  

(1)  An interpreter may reveal information to MD DJS1, members of 
MD DJS staff, or a professional team designated by MD DJS for purposes of 
record keeping, program management, or supervision.  (2)  An interpreter 
may share information with peer interpreters employed by MD DJS, which 
is necessary to best serve MD DJS staff and clients in an ongoing 
interpreting situation or assignment.  (3)  Unless MD DJS otherwise directs, 
an interpreter may disclose factual information or professional assessment of 
the language and communication process regarding the current interpreting 
assignment to the payee of the interpreter or the payee’s designee.  
Disclosure or further information requires consent of MD DJS.  (4)  
Information that is public or not otherwise confidential under this rule or any 
other rule or law may be disclosed. 

 
 

________________________   __________________ 
Name:  Print      Date 
 
 
_____________________________ 
Name:  Signature  
 
 
 
 

 
 
 

 

 
1 The Maryland General Assembly passed legislation changing the name of the Department of Juvenile 
Justice to the Department of Juvenile Services, effective July 1, 2003.  Chapter 53, Laws of Maryland 
2003. 
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